Introduction
Stress is a phenomenon that manifests in the individual person as a result of various stressors that arise from the self and the environment and affect the individual person in accordance with the way in which he or she attributes meaning to the events and in accordance with the way in which he or she experiences and enters into or handles such events, stimuli or demands. The stress response is a normal psycho physiological response to stressful or traumatic events of environmental stressors and interpersonal conflicts experienced by individual. Stress holds a risk to health when its occurrence is frequent and mismanaged. Stressful events can pose a threat to both health and life. Though stress is not the primary cause, it is entangled in over half of all human morbidity and mortality. More than 20 years of occupational stress research has shown that stressful working conditions are associated with poor mental and physical health. Such effects may serve to increase organizational healthcare costs, impair employees' performance and generally make for a poorer quality of work life.
Lack of time is a common complaint in organisational society. In response, there has been a procreation of books, articles, and seminars on time management, along with their assertions and anecdotes. But what exactly is time management remains a research. Despite the epidemic of time management training programs there is currently a lack of agreement about the definition of time management and a dearth of literature summarizing time management across disciplines. Although self report instruments purporting to examine time management exist in several peripheries, to date, there has been no published stress review or comparison of the psychometric instruments for assessing generic time management. This study thus attempts to examine the existing time management to allay stress and strain and enhance the employee performance.
The researcher further step to put forward ways of attenuating stress and seeks further suggestion to help employee benefited by time management.
Objectives
A study is been conducted and the objectives of them are: 1. To describe the current state of time management and the rationale for time management training. 2. To delineate the skills and behaviours associated with time management identified in the industrial, administrative, management and coaching domains. 3. To investigate whether time management moderate the relationship between stressors and strain.
II. Methodology
The methodologies employed in determining the data are based on both primary and secondary data. A questionnaire was employed as it allows the researcher to gather structured information from a large number of individuals and it allows for anonymity and it is economical to use. The primary data is been collected from the nearby area of in Balaji, Borjhar, Chandmari, RBI-Guwahati, Panbazar, Zoo Road and Bara Service area that participated in the research study. The researcher personally delivered the questionnaires to the respondents, at which instance an agreed upon collection date was determined; in most cases it was a week after the distribution of the questionnaire. The methods implemented for collecting primary data were observation, telephonic communication, interview and distribution of electronic questionnaire in the cities mentioned. Secondary data is based on journals, magazines, newspapers and web. A cover letter explaining the purpose of the research and assurance of confidentiality of the respondents' identity accompanied each questionnaire.
III. Findings
Description of the current state of time management and the rationale for time management training as per the first objective are: 1. 36% of the respondents believed time management is a habit. 2. 28% of the total respondents believed that goal helps time management. 3. 24% of the total respondents believed situation is the best trainer of time management. 4. 12% of the total respondents believed time analysis helped describe the current state of time management and the rationale for time management training. As per the second objective, to delineate the skills and behaviours associated with time management are: 1. 56% of the total respondents are in the view that leadership describes the relation of time management. 2. 28% of the total respondents are in the view that job performance appreciation describes the skill and behaviour of an employee. 3. 16% of the total respondents are in the view that self reports describes the relation of time management by delineating the skills and behaviours identified in the industrial, administrative, management and coaching domains. Investigation to whether time management moderate the relationship between stressors and strain as per the third objective are: 1. Moderating effect of mechanics of time management indicated that this dimension of time management moderated only the relation between work-family conflict and strain by 40% of the total respondent.
2. Role overload is viewed as a factor reduced by time management by 23% of the total respondent.
3. Feelings of control by 20% of the total respondent as a factor reduced by time management 4. Prioritization moderates the relationship between stressors and strain with time management by 17% of the total respondents.
IV. Analysis
Time management has been described using many different terms including spontaneity, equilibrium, flexibility, and having control over time. Time management has also been characterized as a habit developed only through determination and, as prioritizing and respecting those priorities and as setting priorities and scheduling tasks. Time management can also be considered as the process by which an individual more effectively accomplishes tasks and goals, a process by which an individual obtains control over the timing and the content of what he/she does, and as what can be accomplished with time. In order to utilize time efficiently, individuals must possess the ability to predict how much time is needed for the activity. An individual will become effective in using their time only when the individual clearly have an idea of the doings, the needs for the action, and for which specific target date. Individuals need to become more disciplined in their use of time by respecting their established priorities while minimizing distractions from others as well as from situations that have the ability to displace priorities in terms of time and energy. According to Crutsinger (1994), time management involves determining the reason for goal setting, deciding important events and realizing that other activities will have to be scheduled around them, making decisions for the time to be utilised for certain tasks, adjusting to the unexpected situations and reconsidering goals and priorities on a regular basis and observing patterns and trends in behaviour. Time management behaviours have more recently been characterized as making lists, organizing, goal setting, keeping and routine evaluation of one's schedule, and dividing tasks into simpler parts. Empirical research investigating the effects of time management behaviour has identified three broad clusters of behaviours. However, seven time management skills or behaviours can be considered essential to effective time management due to their repetitive prominence in the literature: (a) time analysis, (b) planning, (c) goal setting, (d) prioritizing, (e) scheduling, (f) organizing, and (g) establishing new and improved time habits.
The skills approach takes a leader-centred perspective on his leadership. In the skills approach we tend to shift the thinking from a focus on personality trait, which usually is viewed as innate to an emphasis on skills and abilities that can be learned and enhanced. Although personality plays an important role in leadership, this approach suggests that knowledge and abilities are needed for effective leadership. Technical skill is knowledge about and proficiency in a specific type of activity. It includes aptitude in a specialized area, analytical ability to use appropriate tools and techniques. Human skills are "people skills." They are the dexterity that helps a leader to work effectively with subordinates, superiors and peers to complete the organization's goals. Human sleights allow a leader to assist members in working cooperatively as a group to achieve common goals. Being a leader with human skills is being sensitive to the needs and motivations of others and taking into account others' needs in one's decision making. Thus we can say that human ability is the capacity to get along with others as we go about our work. Conceptual skills are central to creating a vision and strategic plan for an organization. A leader with conceptual skills is comfortable talking about the ideas that shape an organization and the intricacies involved. He or she is good at putting the company's goals into words and can understand and express the economic principles that affect the company. A leader with conceptual skills works easily with abstractions and hypothetical notions.
Performance as regarded to behaviour as something done by the employees. The concept differentiates performance from conclusion. Conclusions are the result of an individual's performance and other influences. However, there are more factors that determine outcomes than just an employee's behaviours and actions. Exceptions remain when defining performance as behaviour. Mental productions such as answers or decisions, performance needs to be under the individual's control, regardless the performance of interest is mental or behavioural. The difference between individual controlled action and outcomes is best conveyed through an example. On a sales job, a favourable outcome is a certain level of revenue generated through the sale of idea or thing. Revenue generated depends on the behaviour of employees. Employees performance in this sales job well then he is able to move more merchandise. Another closely related construct is productivity. Utility is another construct that defines the value of a level of performance, effectiveness, or productivity. Dexterity of performance, effectiveness, and productivity are value judgments. Thus time management helps people accelerate performance and skill and behaviour is thus described by the way he performs.
The relationship between time management behaviours and other variables such as academic achievement, stress, and creativity, most studies were conducted with university or college student populations and most studies utilized some form of questionnaire or self-report measure to assess time management. Alternatives to self-report measures included self-reported time usage questions and observational checklists. Results from these studies showed that self-reports of time management behaviours or skills were often related to academic achievement; effective time management lower stress and strain; good time managers preferred planning and organization; older subjects and women engaged more frequently in planning and time management behaviours; individuals who indicated that they set goals and priorities tended toward the Type A behaviour pattern; and individuals who had previous time management training engaged more frequently in time management behaviours. In addition, inefficient time use, lack of control over time demands, and inadequate amounts of time appeared to have a negative impact on individuals' psychological resources.
The results of this study are consistent with recent research suggesting that engaging in time management behaviours may have a positive impact on the mental health of employees. These effects were rather modest, however, and suggest that the direct benefits of time management behaviour may be rather marginal. It was also found, consistent that the relation between time management behaviour and strain may depend upon its effect on feelings of control over time. Feelings of control only partially mediated relations between two dimensions of time management behaviour and strain. The findings regarding moderator effects were largely consistent that time management behaviour did not moderate the impact of role overload. The present study did show that all three forms of time management behaviour moderated the relation between work-family conflict and strain. These effects, however, explained a very small portion of the variance in strain. If employees engage in time management behaviours without attending formal training programmes, then learning such behaviours is problematic. It is possible that employees often seek out such training on their own, or perhaps some differences in the use of time management behaviours are simply due to stable individual differences. If either of these were the case, investing in time management training would have limited value.
V. Suggestion
The psychological skill helps a person to modify perceptions regarding events regarded as bad events and adversity, and to think positively rather negative. Individuals tend to develop either optimistic or pessimistic habits of thought with regard to life events. Optimistic thinkers focus on the benefits of good events and minimize the stressful aspects of bad events. The individuals view adversity as temporary, with limited bad effects, and something that is not their personal responsibility. On the other hand, pessimistic thinkers feel responsible for adversity and view it as more permanent and with wider-ranging consequences. The aim of learned optimism is to change the way of a person's view towards life events and making bad events less stressful while enhancing the experience of hope for the individual concerned. Time management and planning are primary prevention skills that allow healthy achievement, while avoiding overload and a crisis management approach. Crisis managers create more stress both for themselves and for others around them. People who manage events in a broader context are macro time managers with skills to plan using this approach, helps people set and prioritize goals, create and execute plans, and then feel good about achieving results. Personal goals are as important as professional goals. Modifying type A behaviour pattern and building supportive social relationships also help attenuate stress through time management as people help in managing one's time consciously or sub consciously.
VI. Conclusion
A much simpler and less costly way to potentially lessen the impact of stressors is through the use of time management behaviours. Time management behaviour can be broken down into the following three dimensions: (1)Goal setting and prioritization; (2) Mechanics of time management; and (3)Preference for organization. The preference for organization dimension involves having an organized, methodical approach to work. Behaviour consistent with this dimension would be organizing one's desk before beginning work each day. Unfortunately, very little empirical research has examined the effectiveness of time management training programmes, or the relationship between time management behaviours and stress-related outcomes. This is unfortunate, given the widespread use and acceptance of the value of time management behaviours. Recently, however, three relatively rigorous empirical studies examining time management have been conducted. The use of time management behaviours was associated with lower levels subsequent depression, anxiety and physical symptoms. This study also examined whether time management behaviours moderated relations between role overload and strains. No support was found for moderator effects, although this may have been due to low statistical power since the sample size was rather low, thus further work is needed to know how time can help attenuate stress and strain.
Time management behaviour is essentially a form of active coping that may better employees from the effects of multiple or conflicting job demands by enhancing their preparedness. If employees manage their time well by prioritizing tasks, setting goals, and organizing their work environment they may be more likely to cope with stressors without experiencing adverse psychological and physical consequences.
